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COMMANDANT INSTRUCTION 4330.1A 
 
Subj: PROCEDURES FOR THE USE OF THE VOLPE NATIONAL TRANSPORTATION 

SYSTEMS CENTER 
 
Ref: (a) Department of Transportation Order 2300.7 (Finance Activities at TSC) 

(b) Principles of Federal Appropriation Law (GAO), Chapter 7.1.(1) 
(c) USCG FINCEN Standard Operating Procedures, FINCENINST M7000.1 

 
1. PURPOSE:  This Instruction establishes a review, justification, and approval process to ensure 

that acquisition of VOLPE services are in the Coast Guard's best economic interest.  It further 
establishes accounting and financial management procedures to provide for sound funds control 
and timely, accurate cost reporting for projects performed by VOLPE.  Finally, it designates 
Headquarters and field staff elements responsible for administration and oversight of work 
performed at VOLPE. 

 
2. ACTION:  Area and district commanders, commanders of maintenance and logistics commands 

(MLCs), commanding officers of headquarter units, assistant commandants for directorates, Chief 
Counsel and special staff offices at Headquarters shall ensure compliance with the provisions of 
this instruction. 

 
3. DIRECTIVE AFFECTED: Coast Guard Use of the Volpe National Transportation System Center, 

COMDTINST 4330.1 is cancelled. 
 
4. BACKGROUND:  The Volpe National Transportation Systems Center is an element of DOT's 

Research and Special Programs Administration (RSPA).  The Center is located in Cambridge, 
Massachusetts and is authorized to perform research, development, test, evaluation, analysis, and 
related activities for components of the Department of Transportation.  All funding for VOLPE 
comes from DOT components and other Government agencies sponsoring work to be done at or 
through the Center. 
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5. DISCUSSION:  
 

a. Delegations of Coast Guard work to VOLPE are made under binding agreements similar in 
format to a Military Interdepartmental Procurement Request (MIPR).  The annual value of 
new Coast Guard work accepted by VOLPE averages over $5 million.  Much of the work is 
performed in support of major acquisition projects or other high visibility programs.  
Accordingly, it is appropriate that VOLPE projects be planned, managed and executed every 
bit as rigorously as commercial contracts. 

 
b. Since VOLPE's accounting system was developed independently from the Departmental 

Accounting and Financial Information System (DAFIS), no designed transfer of data exists.  
Due to this mis-alignment, Coast Guard sponsors do not always have adequate oversight of 
costs incurred.  It is appropriate, therefore, that accounting procedures be implemented to 
ensure consistency between project costs reflected in the VOLPE Cost Accounting system and 
DAFIS. 

 
6. DEFINITIONS:  
 

a. SPONSOR:  The organization or individual requesting and funding work to be performed by 
VOLPE.  At Headquarters, the sponsor is typically an Office or Division.  In the field, the 
sponsor may be a unit Commanding Officer or District/MLC Division. 

 
b. PROJECT MANAGER:  Employee or employees of the sponsoring organization who 

establish technical requirements, accept/reject deliverables, monitor project costs and manage 
project funds. 

 
c. GENERAL WORKING AGREEMENT (GWA):  An annual umbrella document negotiated 

between Coast Guard and VOLPE.  The document provides a listing of general areas under 
which VOLPE services will be sought and a maximum funding level, by appropriation, for all 
work to be performed on the Coast Guard's behalf during a particular fiscal year. 

 
d. PLANNED PROJECT AGREEMENT (PPA):  A document which provides a brief technical 

description of work to be performed, identifies the specific sponsor for that individual work, 
provides a cost estimate/funding source for each project and specifies any limitations on the 
funds to be transferred (e.g. as specified in appropriation language).  A PPA is finite in scope 
and contains a description of specific deliverables and dates.  The sum of the work specified 
under all PPA's for a given fiscal year is equivalent to the general description and maximum 
funding level specified in the GWA. 

 
e. WORK PLAN BUDGET (WPB):  A subordinate document to the PPA (included at the Coast 

Guard's option.  The WPB describes VOLPE's plan for the use of resources in completing 
individual work tasks under the PPA. 

 
7. POLICY:  VOLPE offers the Coast Guard the ability to obtain goods and services without the 

lengthy procurement lead-time involved in commercial procurements.  This convenience, 
however, may not be acquired without careful attention to principles of sound financial 
management.  It is therefore Coast Guard policy that: 
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a. Acquisition of services through VOLPE shall be obtained in accordance with the policies 

contained in references (a) through (c) and those procedures outlined in enclosure (1). 
 

b. VOLPE shall be used where there are clear economic, technical, and mission essential reasons 
for doing so.  Economic justification shall be articulated and approved by Coast Guard prior to 
beginning work at VOLPE. 

 
c. VOLPE is not to be chosen solely because it offers a means to obligate funds in danger of 

expiration nor as a means to circumvent a Coast Guard acquisition review. 
 

d. Funds may only be obligated for a finite scope of work having specific deliverables with 
associated delivery dates. 

 
e. It is inappropriate to contract with VOLPE solely for the purpose of obtaining the services of a 

particular contractor.  Unless requested by VOLPE to participate on a source selection board, 
it is similarly inappropriate for Coast Guard personnel to attempt to influence VOLPE's choice 
of outside contractors. 

 
f. Use of VOLPE to perform "Research and Development" functions must only be done with 

Research Develop Test & Evaluation funds and must have prior approval of the Research & 
Development Program Manager, Commandant (G-SIR). 

 
g. The Coast Guard will execute a single GWA with VOLPE which will be managed and 

approved by the Director of Finance and Procurement, Commandant (G-CFP).  Headquarters 
offices and field commands may initiate a request for VOLPE work by sending all PPA's, 
originals and modifications, to Commandant (G-CFS) for review and approval.  No new work 
or revised work may begin, deliverables be accepted, or funds transferred without an approved 
GWA and PPA. 

 
 
 
 

W. H. CAMPBELL 
Director of Finance and Procurement 

 
Encl: (1) VOLPE Policy and Procedures 

(2) VOLPE Form F 5000.1, Sample General Working Agreement 
(3) VOLPE Form F 5000.3, Sample Project Plan Agreement 
(4) VOLPE Form F 5000.7, Sample PPA Modification 
(5) VOLPE Form F 2350.3, Sample Work Plan Budget/Job Order 

 
 
 
 
 
 
 

3 



 
Enclosure (1) to COMDTINST 4330.1A 
 

VOLPE POLICY AND PROCEDURES 
 
1.0 Project Initiation 
1.1 Statement of Work (SOW) 
 
The sponsor shall prepare a detailed and clear Statement of Work that defines as narrowly as possible, 
the work VOLPE will be performing.  Except where multiple year funds and a non-severable, multiple 
year project is envisioned, the period of performance for the scope of the work should be no more than 
18 months in duration.  The Statement of Work shall be prepared in accordance with the guidance 
contained in COMDTINST M4121.3 (Specification Development Manual).  It will generally be 
equivalent to that required to execute a commercial contract and shall include specific listing of 
deliverables, objectives, milestones, a proposed schedule for completing project work, and shall make 
provision for progress reviews and reports.  Project sponsors may discuss and exchange drafts of the 
Statement of Work with VOLPE personnel to ensure understanding and facilitate VOLPE planning. 
 
1.2 Independent Coast Guard Cost Estimate 
 
Under the legislation which allows the Coast Guard to direct work to VOLPE (31 USC 1535 -
Economy Act), the Coast Guard must make a determination that it is in our best interest to use 
VOLPE or other interagency sources. Sponsors therefore, must demonstrate that costs to be incurred 
in using VOLPE are equivalent to those, that  would be incurred commercially.  To document this 
comparability, the project sponsor shall prepare an Independent Coast Guard estimate of expected 
project costs.  In preparing the Coast Guard estimate, it is inappropriate to solicit data from, or to 
share the estimate with, VOLPE staff.  In preparing the estimate, generally recognized techniques 
such as engineering analysis, market research or application of actual cost data from prior projects 
shall be used.  Chapter 10 of the Customer Acquisition Handbook for Non-Major Systems published 
by Commandant (G-A) is a helpful guide for preparing these estimates.  Completed Coast Guard 
estimates shall be signed and dated by the preparer.  Subsequent amendments to Coast Guard 
estimates and the reason therefore should be documented. 
 
1.3 Preparation of the Planned Project Agreement (PPA) 
 
1.3.1 Completed Statements of Work will be sent to the respective technical office at VOLPE.  If 
the scope of work, schedule, and work statement is acceptable to the VOLPE staff, VOLPE will 
prepare and attach form VOLPEF.5000.3 (Project Plan Agreement).  The VOLPE cost estimate in 
terms of direct labor, contracts, equipment, services and overhead will be calculated and printed in 
block 10 of the PPA form.  The PPA form will also include a five-digit PPA number assigned by 
VOLPE. 
 
1.3.2 The sponsor will add Coast Guard accounting data to block 6 of the PPA form.  PPA's may 
contain one line of accounting data only.  Projects may not ordinarily be funded from multiple 
appropriations.  Where the sponsor feels that an effort calls for the use of multiple appropriations (e.g. 
R&D funding for initial concept evaluation, OE or AC&I for subsequent implementation), the 
sponsor shall consult with Commandant (G-CFS) to ensure that improper mixing of appropriations 
are precluded.  If such an effort is approved, a separate PPA should be prepared for the work phase to 
be funded by each appropriation.  Any specific limitations on the use of the designated 
appropriation(s) must be explicitly provided in the PPA. 
 
1.3.3 The sponsor will affix a DAFIS document number in block 10 of the PPA form. Document 
type 33 shall be used and digits 9 through 13 of the document number shall be the same as those in 
the PPA number.  The sponsor's fund certifying officer and other appropriate officials in the sponsor's 
chain of command should review the PPA and initial in block 11. 
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1.4 Sponsor Review 
 
1.4.1 If estimated VOLPE costs exceed the independent Coast Guard estimate, the sponsor shall 
either reconsider the decision to use VOLPE or attempt to reconcile the estimates.  If, after review, 
VOLPE's cost proposal is considered a more accurate appraisal of the commercial market value of 
work, the reasons for the difference between the Coast Guard estimate and the VOLPE proposal shall 
be fully articulated and documented. 
 
1.4.2 If the VOLPE estimated cost has contracts that exceed fifty percent (50%) of the total 
negotiated cost, it must be articulated in writing, what role VOLPE will perform in the PPA and what 
is their value added.  This must be submitted with the PPA to Commandant (G-CFS). 
 
1.4.3 All Statement of Work and cost/funding issues should be resolved before the final SOW and 
cost proposals are submitted to Commandant (G-CFS).  When the schedule, project description and 
cost estimate are considered satisfactory to the sponsor, the PPA form shall be signed and forwarded 
to Commandant (G-CFS) together with the Coast Guard estimate. 
 
1.5 Planning 
 
Assignment of VOLPE staff, acquisition of contractor support and timely movement of funds 
normally requires that planning and preparatory work be completed as early before project start as 
possible.  Sponsors shall forward all approved PPA's for work to begin 01 October of the current year 
to Commandant (G-CFS) no later than 1 August of the current year to ensure that they are included in 
the new fiscal year's VOLPE work program.  Initiation of midyear PPA's may be authorized, but 
sponsors must understand that the RSPA/NTSC approval and acceptance process normally takes eight 
weeks.  Sponsors must also understand that the later in the fiscal year work is proposed, the more 
likely it is that VOLPE will not be able to assign staff and will not accept the sponsor's project. 
 
2.0 Headquarters Review and Processing 
 
The Head of Agency or designee must make a determination that the use of any inter or intra agency 
agreement is in the best interest of the government prior to the commencement of any work.  The 
Director of Finance and Procurement, Commandant (G-CFP), has been designated the review and 
approving official for all Coast Guard work performed through VOLPE. Staff tasking is assigned as 
follows: 
 
2.1 Procurement Management Division (G-CPM): 
 
2.1.1 Reviews candidate PPA's to ensure the use of VOLPE resources are based upon sound 
business judgment and that PPA's comply with competition requirements. 
 
2.1.2 Reviews Coast Guard and VOLPE cost estimates and finds acceptable that given the 
information provided it is in the best interest of the Coast Guard. 
 
2.2 Financial Systems Division (G-CFS): 
 
2.2.1 Compiles all candidate PPA's draft General Working Agreement (GWA) for Commandant (G-
CFP) signature. 
 
2.2.2 Maintain GWA files, supporting documentation and modifications. 
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2.2.3 Return copies of approved PPA's and PPA modifications to project sponsors to transmit 
obligation via LUFS. 
 
2.3 Commandant (G-CFP) 
 
Executes a single General Working Agreement (GWA) and any modifications on behalf of the Coast 
Guard. 
 
3.0 PPA/GWA Modifications 
 
3.1 All authorizations to adjust or modify PPA requirements must be in writing.  PPA 
Modification Form (TSC 5000.7) shall be prepared for all required changes in project scope, 
increase/decreases in project funding, changes in deliverables or other modifications in PPA terms or 
conditions. 
 
3.2 No-cost PPA modification or modifications where cost increases do not exceed the lesser of 
5% of the original PPA value or $5,000 may be approved by the project sponsor.  Copies of such 
locally approved PPA modifications shall be provided to Commandant (G-CFS) and shall be 
transmitted to Coast Guard Finance Center (FINCEN).  PPA modifications that exceed the local 
approval threshold shall be submitted to Commandant (G-CFP) for approval. 
 
3.3 Commandant (G-CFS) shall prepare GWA modifications at least quarterly for all proposed 
PPA modifications and forward to Commandant (G-CFP) for approval. 
 
4.0 Finance and Accounting 
 

 Obligations, expenditures and cash management. 
 
4.1.1 FINCEN will record approved PPA's as obligations.  Project sponsors shall transmit 
commitments and obligations, via LUFS, in accordance with the instructions provided for document 
type 33's in the FINCEN Standard Operating Procedures (SOP).  Expenditures shall be recorded in 
DAFIS when they appear on the VOLPE Financial State of Program Report. 
 
4.1.2 Based on approved PPA's, VOLPE will withdraw cash advances via the Treasury 
Department's On Line Payment and Collection Systems (OPAC).  Valid OPAC's will reference 
affected PPA's.  Copies of OPA documents will be forwarded by VOLPE to the Coast Guard 
FINCEN.  The appropriate OPAC (cash advance) shall be liquidated by FINCEN as expenditures are 
reflected on the VOLPE cost report. 
 
4.2 Monitoring PPA Cost Accumulation: 
 
4.2.1 Project sponsors are solely responsible for costs accumulated on VOLPE performed work. 
Expenditures for any PPA may not exceed the funding level authorized in the PPA. 
 
4.2.2 Reports: VOLPE will prepare two standard reports to provide for sponsor oversight and to 
facilitate FINCEN processing.  These include: 
 

 Financial Status of Program Report (monthly): Includes summary cost. 
 Direct Cost Summary Report (monthly): This detailed report will provide a breakdown of 

labor, overhead and general and administrative expenses for each PPA and Work Plan Budget 
(WPB), if requested by the project manger. 
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Project sponsors shall review standard reports, update local ledgers, reconcile with data presented on 
DAFIS Program Element Status (PES) Reports and submit error reports in accordance with 
procedures specified in the FINCEN SOP.  Sponsors requiring additional reports shall contact 
Commandant (G-CFS) for assistance. 
 
4.2.3 To allow time to process PPA modifications, sponsors should revie project progress and rates 
of fund use when 75% of PPA funding has been expended. 
 
4.2.4 Funds transferred into the VOLPE Working Capital Fund are considered obligated by the 
Coast Guard.  Unless a time constraint is specifically imposed by appropriation funds advanced to 
VOLPE remain available to VOLPE for the purpose of completing work outlined in GWA's and 
PPA's without regard to fiscal year time limitations. 
 
4.2.5 Coast Guard sponsors may request deobligation and return of funds quarterly by submitting a 
PPA modification form.  Similarly, return all unused funds is appropriate when all work specified in 
the PPA is completed.  Funds returned to the Coast Guard in such circumstances assume their original 
period of availability.  Once returned, they are available for further obligation by the Coast Guard 
only if unexpired. 
 
4.2.6 Repeated modifications to provide new funding increases in project scope and cost growth, 
substantially in excess of original estimates, are discouraged.  Cost accumulation on such projects will 
be reviewed and PPAs recommended for cancellation if deemed appropriate by Commandant (G-
CFP). 
 
5.0 Equipment, Data, Reports and Software 
 
5.1 The project sponsor shall obtain any waivers or approvals required before any equipment is 
purchased by VOLPE on behalf of the Coast Guard. 
 
5.2 All equipment, data reports and software listed as deliverables in the PPA language shall be 
provided to the Coast Guard at project completion. 
 
6.0 Emergency Requirements 
 
It is recognized that there may be cases where requirements are so urgent that the process above 
precludes effective response to genuine emergencies, mission requirements, or legislative mandates 
which must be acted upon immediately.  Waivers of the provision of this instruction will be 
considered by Commandant (G-CFP) on case-by-case basis.  To obtain approval for a waiver, the 
sponsor shall provide a brief written justification to Commandant (G-CFP) stating the nature of the 
project's special circumstances and the requirements the project sponsor desires to have set aside.  The 
justification must demonstrate that the sponsor needs a particular capability or service to act in the 
Coast Guard's best interest.  The sponsor shall include a statement that VOLPE is willing to perform 
in support of the requirement and that the funds are available to support the action. Should the request 
be approved, Commandant (G-CFS) will prescribe any special fund control or accounting procedures 
necessary to support the work. 
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